Approved For Release 1 -1 


SECTION A 


1 . SOC SEC NUMBER 


6 . AFFILIATION 


GENERAL INFORMATION 



3. SD 


7 . OCCUPATIONAL TITLE 


4. SCHED 



• OFFICE/DIVISION/BRANCH OF ASSIGNMENT 


11. REPORTING PERIOD 


. CURRENT STATION 


12. DATE REPORT DUE IN OP 



13. TYPE OF REPORT 


SECTION B 


UALI FICATIONS UPDATE 


QUALIFICATIONS UPDATE FORM BEING SUBMITTED WITH CHANGES, AND 
TO THIS REPORT? 


IT ATTACHED 



SECTION C 


SPECIFIC DUTIES 


List in order of importance the specific duties performed during the rating period. Insert rating which ? 

BEST DESCRIBES THE MANNER IN WHICH EMPLOYEE PERFORMS EACH SPECIFIC DUTY. CONSIDER ONLY EFFECTIVENESS IN > 
PERFORMANCE OF THAT DUTY. ALL EMPLOYEES WITH SUPERVISORY RESPONSIBILITIES MUST BE RATE J ON THEIR > 

ABILITY TO SUPERVISE (INDICATE NUMBER OF EMPLOYEES SUPERVISED). DEFINITIONS OF RATINGS TO BE USED ARE 

found in Section E of this form. See instruction sheet Form 45_for additional guidance. 



Rating 

Number 


Rati ng 
Number 


Rating 

Number 


Rat 1 ng 
Number 


SPECIFIC DUTY NO. 6 


Rat l ng 
Number 
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>. AFFILIATION 


8 . office/d I V I s i on/branch of assignment 


11. REPORTING PERIOD 


7 . occupational title 


9 . CURRENT STATION 


DATE REPORT DUE IN OP 


10. HQS 


. EMPLOYEE COf-MENTS (Optional) 


The employee has the option to provide a self appraisal of performance, and to comment or not on the 
supervisor's evaluation and/or the reviewer's comments. 


1 CERTIFY THAT THIS REPORT WAS DISCUSSED 

WITH ME BY MY SUPERVISOR. 

Date 

SlGNATUR 

e of Employee 

5. REVIEWING OFFICIAL CQ1MENTS 



ATE 

Title of Reviewing Official 


* 


Typed or Printed name and signature 


I Certify that I have Read the Reviewer's Comments. 
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‘ 1. SUPERVISOR'S COMMENTS 

AMPL I FY OR EXPL A I N THE INDIVIDUAL RATINGS GIVEN FOR SPECIFIC DUTIES IN SECTION C. INDICATE SIGNIFICANT 
STRENGTHS OR WEAKNESSES DEMONSTRATED ANY ANY SUGGESTIONS MADE FOR IMPROVEMENT OF WORK PERFORMANCE. GIVE 
RECOMMENDATIONS FOR TRAINING. SEE ATTACHED INSTRUCTIONS FOR REQUIRED COMMENTS ONI COST CONSCIOUSNESS, 
EEO, SAFETY, SECURITY, AND EVALUATION OF SUPERVISORS, ETC. 


2. OVERALL PERFORMANCE RATING 


The overall performance rating should take into account everything about the employee which 

INFLUENCES EFFECTIVENESS. SEE ATTACHED INSTRUCTIONS FOR DETAILS. RATING NUMBER: 


3. SUPERVISOR CERTIFICATION 

Months employee has been 
in this position 

Months under my 

SUPERV 1 S 1 ON 

If this report has not been shown to employee, give explanation. 

Interim discussion(s) aboui 

■ Work Plan progress was/ was not held. (Check one) 

date 

TITLE OF SUPERVISOR j 

TYPED OR PRINTED NAME AND SIGNATURE 
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P^R 1MANCE APPRAISAL DEFINITIONS 
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Individual Duty Overall Performance 


. Individual consistently fails 
to meet the established work 
standards for the duty or task 
performed. Performance is 
unsatisfactory. 


. Individual frequently fails - 
to meet the work standard 
for the duty or task per- 
formed. Performance is 
marginal. 


, Individual occasionally fails 
to meet the work standard for 
the duty or task performed. 
Performance is acceptable. 


, - Individual fully meets the 
vork standards for the duty 
or task performed, 


Individual' occasionally exceeds 
the established vork standard 
for the duty or task performed. 
Performance is good. - - 


Individual frequently exceeds 
the established vork standard 
for the duty or task performed. 
Performance is excellent. 


Performance does not meet all established vork stan- 
dards for the position and specifically demonstrates 
the individual's failure to meet one or more important 
job requirements (e.g., doesn't complete vork; lacks 
the necessary knovledge, skill, or ability to do the 
job properly). Performance is unsatisfactory . 

Performance frequently does not meet all ‘ established 
vork standards for the position and reflects a signi- 
ficant problem relating to the individual's suitabilii 
for continued assignment in the job (e.g., seldom 
completes vork assignments vithout strong support; 
vork products or services are often faulty and 
incomplete). Performance is marginal. 

Performance generally meets established vork standards 
for the position but characteristically needs improve- 
ment in a specific area or on occasion falls somevhat 
short of satisfying all job requirements (e.g., 
inconsistent vork effort in meeting deadlines; quality 
of vork product or service sometimes needs to be 
improved). Performance is acceptable. • 

Performance meets all established vork standards for 
the position and attests to a satisfactory level of 

• job-related knovledge, skill or ability (e.g., does, 
vhat is expected; reliable and dependable, a typical 
performer^. tBr»»^»nr.arw.a.- i a — y . o g r c - o n be tl v e , 

- Performance . occasionally exceeds established vork 
standards for the position and is generally of higher 
quality .than 'is required to do the job satisfactorily 
(e.g., generally produces, a better than average produc 
or service;' reveals a' good level of knovledge,' ability 
and skill 'in satisfying vork 'requirements ) - 

Performance is good. 

Performance frequently exceeds established vork stan- 
dards for the position ahd shovs that the individual's 
level of job-related knovledge, skill, and ability is 
highly developed (e.g., functions vith ease in 
satisfying vork requirements, producing a high-quality 
product or service). Performance is excellent. 


Individual invariably exceeds 
the established vork standard 
for the duty or task performed. 
Performance is superior. 


Performance invariably exceeds, established vork stan- 
dards for the position, and is characterized by extra- 
ordinary proficiency suggestive of one expert at doing 
the job (e.g., highly efficient performer ,• one who - 
demonstrates impressive knovledge, skill and ability 
in his or her vork performance). Performance is 
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ADVANCE WORK PLAN 
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~"l 

. SOC SEC NUMBER 

2. NAME (Last, first, middle) 

3. SD 

4.SCHED 

"j * GRAL'L 


6. AFFILIATION 


6. OFFICE/DIVISION/BRANCH OF ASSIGNMENT 


7. OCCUPATIO.‘IAL TITLE 


J. CURRENT STATION 


llO.HQS 


EMPUN&e's SWe u>liarc_ tRc paHlon s ir if stuffing cuo^<f appropr<a£e~jib.£- ru*.rt\~- 

ber oiiut type of emp/^yees Superristui by -t/v's- enLf>/oye£ . J 


B. VORK OBJECTIVES, GOALS AND PRIORITIES - List the specific objectives and goals. In priority order, formulated 
by the supervisor and the employee. 


PERIOD COVERED 

SIGNATURE OF tMPLGVLE (Name typed) 


(To be attached to the PAR for this period.) 
I SIGNATURE o"f SUPERVISOR (Name typed) 


TITLE 
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BATE 1 TITLE 




evaluation of potential 


SECT I ON A 


1. SQC SEC NO. 
6. AFFILIATION 
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T WA I O kit nr / • . . __ r- . « 


2. NAME (Last, First, Middle) 


7. OCCUPATIONAL TITLE 


h. SD h.SCHED 


.GR/ 


8. OFFICE/DI VISION/BRANCH of assignment 


9 . CURRENT STATION 


11. REPORTING PERIOD 


12. DATE REPORT DUE IN OP 


jlO.HQ 


13. TYPE OF REPORT 


Eror" E T XPERlf S f L r™^?!^ C !p 0BSER ” T,0N ° F PERF - 0mAN “ *NO BE WIT.HN THE 
ASSUME ADDED RESKWIBlTm EQUATION IS AN ESTIMATE OF THE INDIVIDUAL'S POTENTIAL TO 


SECTION B 


EVALUATION 


~TO E ASSUMrmGHER U LEVEL T Rrs PER,0D D,D N °T OFFER THE OPPORTUNITY TO EVALUATE READINESS 

T SSUME HIGHER LEVEL RESPONSIBILITY. EMPLOYEE IS RENDERING A VALUABLE CONTRIBUTION. 


REAOINESS TO ACAMur . . | l-ptp-l.lt, ELL. IS RENDERING A VALUABLE CONTRIBUTION. 

READ I NESS OF S” M ” ^ BIL.TY CAN BE DEMONSTRATED IN TH I S ' ASS I GNMENT . 


READINESS OF THK I Mn ulmuns 1 RATED IN THIS ASSIGNMENT. THE 

BEST BE DESCRIBED RY T ’ AS ° BS£RVE:D ,N THE PERFORMANCE DURING THIS RATING PERIOD, CAN 

BEST BE DESCRIBED BY THE FOLLOWING STATEMENT: 

l: P |S Y Dlrrm EA T S T0 LACK ^ CAPABIL,TY T0 ASSUME HIGHER LEVEL RESPONSIBILITY. 

RESPONSIBILITY FMP, U ovrr WHEN ™ E EMPL ° YEE MAY BE READY ™ ASSUME A HIGHER LEVEL OF 

PRESENT JOB. * HAS ROOM T0 GR0W WITH,N THE SC0PE OF RESPONSIBILITIES OF THE 

RfId™ PERF0RMS ™ E FULL RANGE 0P RESPONSIBILITIES IN THE CURRENT JOB AND WILL BE 

Employee ts readyT* RESP ° NS,BIL 1TY appr opr.ate train, ng and experience. 

* EMPLOYEE IS READY TO ASSUME HIGHER LEVEL RESPONSIBILITY. 


SECTION c 


SUPERVISORS COMMENTS - 


EXPL A I N YOUR CHOICE ABOVE* STATF Twf oii&i • _ ■ 

CROWTH AND ADVANCEMENT, OR THE LAC l L REO 1 ] SUPPOR^Th' « ZT^. ^ ^ ^ 


SECTION D 


TYPED OR PRINTED NAME OP SUPERVISOR 


CERTIFICATION 


SIGNATURE OF EMPLOYEE 


SIGNATURE 
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DATE 


DATE 



